Findings Integrated Templates Version 5.0
1. Open Explorer by double clicking on “My Computer” and navigate to the C:\ drive.

2. If you have previoudly installed FIT, you will begin by deleting the current HA
directory. If not, proceed to Step 5.

3. Click onthe HA directory and press the Delete key.
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4. Click on Yesto delete the directory and all its contents.
Confirm Folder Delete E|

Are wou sure you want to remove the Folder 'Ha' and mowve all its
x| contents ko the Recycle Bin?
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5. Doubleclick onthe FIT Download Release Version 5.0 (Executable File) and click
Run button.

File Download - Security Warning E|

Do you want to run or save this file?

Mame: FIT_Rep.exe
Type: Application, 7.50 MB

From: mwme, ba,ssa,0ov

Bun ][ Save ]| Cancel |

Wwhile files from the Intermet can be uzeful, this file type can
q potentially harm pour computer, If vou do not trugt the source, do not

run or save this software. What's the risk?

6. A WinZip Self-Extractor — FIT_Rep.exe dialog box will appear. Leave the default
set to C:\. Leave the check in the “Overwrite files without prompting” checkbox.
Click on Unzip.



WinZip Self-Extractor - FIT_Rep.exe g|
To unzip all files in FIT_Rep.exe to the specified -
falder press the Unzip button.
|
Unzip to folder:
] Browse... ] ’ Close ]
Owenarite filez withaut prompting
54 About

7. AWinZip Self-Extractor dialog box will appear. Click on OK.

305 Filefs) unzipped successtully
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8. Click on Close.
9. Close any remaining dialog boxes that are currently opened.

10.Close Explorer.

NOTE: Steps11—17 only need to be performed the first time you open Word after
installing the files. These steps update the Macro Security and modify your Word
Startup path.



11.0pen Word and choose T ools, then Options and click on the Security Tab. Then

click on the“Macro Security” button in the lower right hand corner. (See below).

Speling & Grammar ] Track Changes ] User Information ] Compatibility ]

Asian Typography l File Locations ] Japanese Find l Complex Scrints ]
Wig l General l Edit l Print l Save @

File encryption options For this document

Password ta apen: | advanced..,

File sharing options For this document

Password to modify: |

™ Read-only recommended

Digital Signatures, .. | Protect Document, ..

Privacy options
™ Remove personal information From file properties on save

[ Warn before printing, saving or sending a file that contains tracked
changes or comments

W store random number ko improve merge accuracy
W Make hidden markup visible when opening or saving
Macro securiby
Adjus!: the security lenvel For ngning files that might '
contain macro viruses and specify the names of

T —
trusted macro developers.




12.A Security screen will come up and you should click on the Security L evel tab and

click on Medium.

Trusted Publishers

() very High. Only macros installed in trusted locations will be allowed
torun. All other signed and unsigned macros are disabled,

() High. ©nly signed macros From trusted sources will be allowed ko
run. Unsigned macros are automatically disabled.

(%) Medium, ¥ou can choose whether or not ko run pokentially unsafe
macros,

() Low {nok recammended). You are not protected from potentially
unsafe macros, Use this setting only if vou have virus scanning
software installed, or wou have checked the safety of all documents
0L OpEn.

Ok ] [ Cancel ]
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13.Then click on the Trusted Sourcestab. (See below) If they are not already there,
place a checkmark next to “ Trust all installed add-insand templates’ and “ Trust

accessto Visual Basic Project” at the bottom of the screen. Click on OK.
2

Security Level § |
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Wiew Remaoye
w [ Trust all installed add-ins and templates
W | Trust access to ‘Wisual Basic Project
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K I Cancel




14.Y ou then need to go to File L ocations Tab and click on Startup in thelist of locations

(see below).
Options
Vi = Edit Fririt Sane
Security Speling & Grammar Track Changes
User Information Compakibity | File Locations
Fiba locations
Fibe bypes: Loz stion:
Decumerts Cild ViMy Docurments
Chipart pectures
Liser bemplates £, \Mierosafti Templabes
Workgroup bemplabes
AukoRecover files G \Application DatalMorosoft)Word
Tiooks Cilias

The default lacation is trested a5 & trusbed source for opening fles. If you
change a location, make sune that the nes location i securs,

15. Click on the M odify button and change the location to c:\Ha\Oha_ CPM S\Startup
directory. Then click OK to accept this |location.

@ C:\Ha\Oha_cPMS\Startup [= |[B)X]
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16. You will now seethis asthe location for your Startup option.

Options

Securty | Speling & Grammar _ TrackChanges |
Fiba locatiors
Fibe bypes: Lioaz stinenz
| Documenits Cild Ty Doscurmesnts
Clipart pectures
Uiser bemplates . \Microsoft) Templates
Workgroup bemplabes
AutoRecover Fles Ci . Lpplication Datal Mo osoftWword
Taoks i Micrassoft Offies Y\OFFICED L
LI ICHHS O (CPMSLSEarl

The default lacation is trested a5 & trusbed source for opening fles. If you
change a location, make sune that the nes location i securs,

17.Click on “OK” and close Word to save the settings you just made.

18.To usethe FIT templates-Reopen Word. Click on File, New SSA Doc, and DGS. See
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19. You are now able to accessthe FIT Main menu:

New S5 Document - DGS Main Menu

Selecta DGS documentto open

E|--- DGS CPMS-Felease 5.0, updated 11/18/2008
=1 Decisions

It Fully Fi n

----- _;l FIT Child Disahility Benefit Fully Favorable Decision

----- _J FIT Child 551 COR Fully Fawarahle Decisian

----- _;l FIT Child 351 Fully Favorable Decision

----- _J FIT Child S5kRADult 51 Fully Favarable Decision

----- _;I FIT Disahled Widows-vWidowers Fully Fawvarable Decision
----- 2 FIT Fully Fewvarakle Decision

----- _J FIT Reguested Closed Feriod Decision
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